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Surplus Disposal Form
(SDF)

For best results, print this
tutorial by clicking “File” on
your menu bar and then
clicking “Print”.
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Information Tutorial Surplus Disposal Form (SDF)

The surplus disposal form (SDF) is completed by an agency asset manager to turn
in excess and obsolete assets to Marketing and Redistribution (M&R) for disposal.
The SDF is the first step required to delete assets from agency’s fixed asset
inventory.

Surplus Disposal Form (SDF)--Agency

Procedure Description

This web-based form allows a state agency to create a list of items to be disposed of
per Marketing and Redistribution (M&R) instructions. Using this form, an Agency
may request one of the following actions: delivery, pick-up or request for on-site
sale. Upon completion, this form automatically notifies M&R of the agency's request.

Dependencies

Each agency person accessing and completing the SDF must have prior
authorization through Marketing and Redistribution.

AASIS Support Center
Donna Bolanos, June 2002
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The Surplus Disposal Form (SDF) is found at http://ark.org/eforms/index.php.
The SDF web site is user id and password protected. M&R will assign
user id and password when requested by agency.

The following screen will appear when the web site is accessed:

3 DFA eForms - Microsoft Internet Explorer HEE
J File Edit ‘View Favortes Tools Help |
J dBack - = - D #at ‘ QSearch [ Favortes (% History | - S S E|
| Addiess [&] TRy =] @o || tinks >
[
A Resource for Arkansas State Government
Enter Username @ |
Enter Password @ |
Login to eForms
| Technical Support | DFA Wehsite | AASIS Website | accessArkansas.org |
@ 2001, Adansas Depatmant of Finanes and Administration. Al Rights Resene d
=
|@ lililﬁ Intemet
iﬂSlall”J InboH - Microzoft Qutlook. I Sumlus Dizposal Form - Mi...l &]DFA eForms - Microso.__ (EI—@O 218 AM

The username and password must be entered to continue.

AASIS Support Center
Donna Bolanos, June 2002
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The following screen will appear when the correct username and password
has been entered:

/2 DFA eForms - Microsoft Internet Explorer M
J File Edit View Favortes Took Help |

J S Back - = - (@ a | @ Search [ Favortes 4 History |%v = -

JAddresS I@ hittp: v, ark.orgdetormsforms. php j 6’50 “ Lirks >
B
DFA Forms Electronic Paper
Surplus Disposal Form - Turn-in Request @
Admin - SDF Turn-In Request
Surplus Disposal Form - Request for @
Certificate of Property Disposal =
Acrobat Reader is required to view and print PDF r“'r,emﬂo
| Click icon to d load the FREE program. niohe_ Reader
| Home | Technical Support | DFA Website | AASIS Website | accessArkansas.ory |
@ 2001, Akanzas D rtr t of Finance and i All Rights Resenie, d
|
el ,_,_“ Intemet
iaﬁtalt”J \nbox - Microzait Dut...l mKaZaA - [Search] | 3] My Shared Falder I £]DFA eFoims - Mi... Sulplus Disposal For | 4]5@0 8:51 AM

Click on the “mouse” icon for the Surplus Disposal Form — Turn-In Request
to fill out the SDF on-line.

Note: To obtain a paper copy, click on the Acrobat Icon and the form will
be printable.
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The below message will appear.

This application will take you through a series of steps to submit your Surplus Disposal Form. Please
complete the information for each step and click the Next button to proceed. You will not be able to edit
this information at a later date. If you leave this program before going through all the steps, you will
loose any data you have entered. You may only add 500 items to each turn-in request. If you have
more than 500 items to turn in, please complete an additional turn-in request.

kindicates a required field.

Turn-In Request Delivery -
Business Area 9 I—
Agency > I

Completed By [ |

Phone - I | |
E-mail Address - |

Please enter one of the following codes.*

Cost Center - I
WBS I
Ii

Internal Order

The cost center is required. The additional cost objects are optional.

NOTE: A separate SDF must be used for turn-ins with different cost
centers.
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The screen will appear as follows when complete:

2} DFA eForms rosoft Internet Explorer M= E
J File Edit View Favortes Took Help |
J S Back - = - (@ a | @ Search [ Favortes 4 History | EA- S -
| Addhess [ @] hitp: /v, ark.org/eforms sdifindex. php PPHPSE S 5| D1=c 2384575006 TEd2bd ] asbadB2] 1 20aah =] @6 |j Links »
Surplus Disposal Form - Contact Information
On-line Request #: 1959
This application will take you through a series of steps to submit your Surplus
Digposal Form. Please complete the information for each step and click the Mext
button to proceed. You will not be able to edit this information at a later date. If
you leave this program before going through all the steps, you will loose any data
you have entered. You may only add 500 iters to each turn-in request. f you
have more than 500 items to turn in, please complete an additional tum-in
request.
W indicates a required fisld.
Turr-In Request Delivery x
Business Area b |OB10
Agency [ 3 IDFA
Cormpleted By [ 3 IPhiIIip Caole
Phone B 500 | |6EZ | .1212
E-rail Address [ 3 |ph\H\p.co\e@dfa.state.ar.us
Please enter one of the following codes
Cost Canter » |383210
WES s
Internal Order
Next » =

@] Done ,_,_“ Intemet
iaﬁtalt”J \nbox - Microzait Dut...l mKaZaA - [Search] | 3] My Shared Falder I £]DFA eFoims - Mi... Sulplus Disposal For | 4]5@0 8:57 AM
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Click the “Next” icon to continue, and the following screen will appear:

3 DFA eForms - Microsoft Internet Explorer (2]
J File Edit “iew Favorites Tools Help |

J dBack + = - (D a1 | ‘@ Search [ Favortes £ % Histom ||%v =h -

JAddrEss I@ http: £ hanan. ark.orgefarms fedlindex. php j @En “ Links

ARKANSAS DEPARTM

€E & ADMINISTATION -

eForms

A Resource for Arkansas State Government

Surplus Disposal Form - Add Hems

On-line Request #: 1959

Please enter the following information then click ADD for each item. If an itern has
an asset number, property number or serial number you may only enter a guantity
of one. After you have entered all the items you wish, please click NEXT. You may
only add 500 iterns to each turn-in request. If you have more than 500 items to
turn in, please complete an additional tumn-in reguest

Cuantity bli
Asset # li
Property # l—
Seral# | |
Description bli

Add

4 Back Next »

| Home | Technical Support | DFA Website | AASIS Website | accessArkansas.org |
=

€] Dore ’_’_|° Internet
@l stan||| [&inbos - Micosoft Out. | GKaZah - [Seaich] | (3 MyShared Folder  |[£3DFA eForms - Mi... []Surplus Disposal For.. @O emam

On this screen enter the following information:

Quantity: Required. Enter the quantity of the material. NOTE: If an item has
an asset number, property number or serial number you may only enter a
quantity of one.

Asset #: Optional. Enter the AASIS assigned number.

Property #: Optional. Enter the number assigned prior to 07/02/01.

Serial #: Optional. Enter the serial number if applicable.

Description: Required. Enter a description of the item. 40 Characters

Click "Add" to continue.
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The screen will appear as follows:

/3 DFA eForms - Microsoft Internet Explorer MEIE
J File Edit “iew Favorites Tools Help |

J dBack + = - (D a1 | ‘@ Search [ Favortes £ % Histom ||%v =h -

JAddrEss I@ http: £ hanan. ark.orgefarms fedlindex. php j @En “ Links

ARKANSAS DEPARTMENT OF CE & ADMINISTATION =

eForms

A Resource for Arkansas State Government

Surplus Disposal Form - Add Hems

On-line Request #: 1959

Please enter the following information then click ADD for each item. If an itern has
an asset number, property number or serial number you may only enter a guantity
of one. After you have entered all the items you wish, please click NEXT. You may
only add 500 iterns to each turn-in request. If you have more than 500 items to
turn in, please complete an additional tumn-in reguest

Cuantity bli
Asset # li
Property # l—
Seral# | |
Description bli

Add

Quantity Asset# Property# Serial # Description
1 200023654 MS5642 Fax, Sharp |Edit | Delete

4 Back Next »

=l
€] Dore ’_’_|° Internet
@l stan||| [&inbos - Micosoft Out. | GKaZah - [Seaich] | (3 MyShared Folder  |[£3DFA eForms - Mi... []Surplus Disposal For.. Y @O s02am

User is asked to verify information. If editing is required, select "BACK". If
correct, select " Next".

Enter each item into the form until all items have been entered.
Click "Exit" to end and submit form.
Continue entering assets that are to be turned in. The site will continue to post

the entries at the bottom of the screen until the turn in is complete. When ALL
entries have been made click the “Next” icon.
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The following screen will appear:

3 DFA eForms - Microsoft Internet Explorer (2]
J File Edit “iew Favorites Tools Help |

J dBack + = - (D a1 | ‘@ Search [ Favortes £ % Histom ||%v =h -

JAddrEss I@ http: £ hanan. ark.orgefarms fedlindex. php j @En “ Links

ARKANSAS DEPARTMENT OF CE & ADMINISTATION =

eForms

A Resource for Arkansas State Government

Surplus Disposal Form - Verify Information
On-line Request #: 1959

Flease verify the following infarmation. Click NEXT to submit the Farm

Entries with quantities greater than one have been divided into separate line iterms.

Turn-In Reguest D
Business Area 0810

Agency DFA

Cornpleted By Phillip Cole

Fhane 501 - 682 - 1212

E-mail Address phillip.cole@dfa state.ar.us
Cost Center 383210

ltem # Quantity Asset# Property# Serial # Description

1 1 200023654 | M35642 Fax, Sharp
4 Back Next »
€] Dore ’_’_|° Internet

b ] Stalll

J [ Irba - Microsoft Outioak | [T kazat - [Search] I 5 My Shared Falder | &]DFA eForms - Micros... | B Surplus Disposal Form - Mi.| | (- 2124M

This screen is for the verification of entries that have been made to the SDF. If
all the entries are correct, click the “Next” icon to continue.
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The following screen will appear:

3 DFA eForms - Microsoft Internet Explorer (2]

J File Edit “iew Favorites Tools Help |

J dBack + = - (D a1 | ‘@ Search [ Favortes £ % Histom ||%v =h -
JAddrEss I@ http: £ hanan. ark.orgefarms fedlindex. php j @En “ Links
ARKANSAS DEPARTMENT OF FINANCE & ADMINISTATION :I
A Resource for Arkansas State Government
Surplus Disposal Form - Form Submitted!
On-line Request #: 1959
Your Surplug Disposal Form has been submitted. You will receive a email shortly
with the information you submitted. You will be notified via email when your
request is approved
Your on-line request # is 1959
If you have any guestions, please contact Marketing & Redistribution at (501)565-
8645,
Exit
| Home | Technical Support | DFA Website | AASIS Website | accessfrkansas.org |
@ 2001, Akansas Depatment of Finance and Administration. All Rights Resened

€] Dore ’_’_|° Internet
gl Stant| | [ inbo - Microsoft Ou. | [@3KaZat - [Search] | (B My Shared Folder  |[&7DFA eForms - M. | B Surplus Disposal Fo... | D aqa o S @O a14am

The SDF has been submitted to M&R.

M&R receives an e-mail from the server and the submitting agency receives the
same e-mail.
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Below is a screen print of the e-mail that the server has sent to the agency
and to M&R.

™ SDF Request #1959 Submitted - Message [Plain Text) (2]
File  Edt ‘iew Inset Fomat  Tools  Actions  Help Type a question for help =

o Reply R Replytodl W Fomad | ShEy ¥ D% X & - % - 45 (3,

Fram: DFA eForms [eforms@ark. org] Sent: Thu 6{6/2002 9:14 AM
To: phillip. cole@dfa, state. ar us
Ci:

Subject: SDF Request #1959 Submitted

Attachments:  &1sDF_Request_1953.html (7 KE)

h copy of the 3DF Regquest form you just submitted is attached. Me&R will contact your agency with the date and time of the :J
delivery or pick-up or if the on-site sale will be approved via email. Once approved by MER, you will receive the completed
form via e-mail. If you have any gquestions, please contact M&R at (501) 565-8645

H

b ] Stalll H Imbax - Microsoft Clut, I mKaZaA - [Search] I @ My Shared Folder | @ DF& eForms - Micros. | Surp\us Disposal For. ”E SDF Request #1___ ‘@:@0 518 AM

11
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Below is the copy of the SDF that has been sent to M&R and the agency:

3 bmitted SDF_Request_1959 - Microsoft Internet Explorer

J File Edit “iew Favorites Tools Help |

J L e T | a1 | ‘@ Search [ Favortes £ % Histom ||%v =h -

JAddrEss I@ C:\Documents and Settings\pecolehLocal SettingshTemporary Internet Files\OLK2E\SDF_Reguest_1959.html j @En “ Links

=

Surplus Disposal Form (SDF)
Turn-In Request
On-line Request # 1959

Turn-In Reguest D Date 06/06/2002
Business Area 0g10 Cost Object Cost Center 333210
Agency Narme DFA WES

Internal Order

Status  |ltem # Quantity |Asset# Property # | Serial # Description Sloc | Price M.G.
1 1 200023654 |MS5642 Fax, Sharp
Completed by: | Fhillip Cole Delivered By: _
Phone Number: |501-682-1212 Received By: e
E-mail Address: |phillip cole@dfa state.ar us Received Date _
[
€] Dore ’_’_|° Internet

g Stant|| | [ inbos - Microsoit..| (F3KaZah - [Search] | (5 My Shared Foider | &DFA eFoms - Mi..| BEF)Surplus Disposal..| 54 50F Fequest 4. [[&]submied 5. { @@ 221 aM

M&R will then contact the submitting agency with a date and time for pickup or
delivery.
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Once M&R has received the assets that are to be turned in, the SDF is
completed by M&R and submitted to AASIS to have the items entered into
M&R’s inventory. When the SDF is submitted to AASIS by M&R, the server will
send an automatic e-mail to the agency that submitted the SDF. The e-mail will
contain the completed SDF. Below is a copy of the automatic e-mail.

% 5DF Request 11959 Submitted - Message (Plain Text) M= E

File  Edt ‘iew Inset Fomat  Tools  Actions  Help Type a question for help

o Reply R Repltodl W& Fomad | ShEy ¥ D5 X A - % - &5 3,

Fram: DFA eFarms [eforms@ark. org]| Sent: Thu 6{6/2002 9:36 AM
To: phillip. cole@dfa, state. ar us
Ci:

Subject: SDF Request #1959 Submitted

Attachments:  &1sDF_Request_1953.html (7 KE)

The completed SDF Reguest #1959 is attached. Please review the completed form and contact MR immediately if you feel ;I
there i= an error. If wou have any guestions, please contact M&R at (501) 565-3645.

El
b ] Stalll“ Imbax - Microsoft Clut, I mKaZaA - [Search] I @ My Shared Folder | @Surplus Dizposal For.. | SDF Request #1... @:@0 547 A
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Below is the completed SDF:

J File Edit “iew Favorites Tools Help |

J L e T | a1 | ‘@ Search [ Favortes £ % Histom ||%v =h -

JAddress I@ C:\Diocuments and Settings\pecoletLocal SettingshTemporary Internet Files\OLK2E\SDF_Request_19591. himl j @En “ Links

=

Surplus Disposal Form (SDF)
Turn-In Request
On-line Request # 1959

Turn-In Reguest D Date 06/06/2002
Business Area 0810 Cost Object Cost Center 333210
Agency Narme DFA WES

Internal Order

Status  |ltem # Quantity |Asset# Property # | Serial # Description Sloc  |Price M.G.
REC 1 1 200023654 |MS5642 Fax, Sharp 1010 $15.00 51500
Completed by:  |Phillip Cole Delivered By: peaole
Phone Number: |501-652-1212 Received By: filerning
E-mail Address: |phillip.cole@@dfa. state. arus Received Date 06/06/2002
[
€] Dore ’_’_|° Internet

@l stan||| & inbos - Microsoft Out. | GKaZah - [Search] | [y My Shared Folder | B¥) Suiplus Disposal For.. | 54 SDF Request #1953, [ &  Comploted SDF_. [ @ @@ sa24M

Upon receipt of the completed SDF the Agency Asset manager will need to
complete Transaction ABAVN — Scrapping to delete the asset from the agency’s
fixed asset inventory and Transaction AS02 — Change Asset Master Record to
change the status of the asset from on hand to transferred to M&R.

The above mentioned transactions will only be completed if the status of the
asset on the completed SDF is marked “REC” for received. Assets mark with
“‘DNR” did not receive and should not be deleted from the Agency’s inventory.

NOTE: Itis recommended that a copy of the completed SDF be maintained
by the Agency Asset Manager for an audit trial. The copy can be electronic
and/or in hardcopy form.

AASIS Support Center
Donna Bolanos, June 2002



